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Pretest/Posttest V
Making Suggestions

Name An5Wer

JobLink
Date

Pretest/Posttest

Circle the letter that represents the correct answer.

1. Return on investment (ROI) is:
CDI the savings you get from implementing an idea.

b. the money you get back from buying a new product.
c how you feel when you make a suggestion.

2. You should think about WII FM when you are developing your suggestions because:
a. it makes the information more factual.

0 everyone wants to know how he or she will benefit.
c. people don't care about the details.

3. When you are writing, you should :
a. choose your words carefully so that you write perfectly the first time you put it on paper.
b. listen to what everyone tells you and write it exactly.

apt write a draft first, and then edit and proofread your draft.

4. Information you get orally is:
a. always accurate.
b. never accurate.

CD often unreliable and/or inaccurate.

How well do you agree or disagree with the questions below? Using the following scale, circle the number that
best represents your answer:

1 2 3 4
"Strongly agree" "Agree" "Disagree" 'Strongly disagree"

5. I think that I am good at making suggestions.

6.

7.

8.

9.

10.

1 2 3 4
I know how to identify areas of improvement and how to look for better ways of doing things.

1 2 3 4
I feel confident that I can find the information I need to support my suggestions.

1 2 3 4
I think the messages I design are dear and concise.

1 2 3 4
I make suggestions when I have an idea of how to improve something.

1 2 3 4
I verify the information I use when putting together my suggestion.

1 2 3 4
11. I make sure I target the right audience for my suggestion.

1 2 3 4
12. I make sure and include the WII FM (What's in it for me) when I put together a suggestion.

1 2 3 4
186
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Pretest/Posttest ir
Making Suggestions joblink

tame Date

Pretest/Posttest

Circle the letter that represents the correct answer.

1. Return on investment (ROI) is:
a. the savings you get from implementing an idea.
b. the money you get back from buying a new product.
c how you feel when you make a suggestion.

2. You should think about WII FM when you are developing your suggestions because:
a. it makes the information more factual.
b. everyone wants to know how he or she will benefit.
c. people don't care about the details.

3. When you are writing, you should :
a. choose your words carefully so that you write perfectly the first time you put it on paper.
b. listen to what everyone tells you and write it exactly.
c. write a draft first, and then edit and proofread your draft.

4. Information you get orally is:
a. always accurate.
b. never accurate
c. often unreliable and/or inaccurate

How well do you agree or disagree with the questions below? Using the following scale, circle the number that
best represents your answer:

1 2 3 4
"Strongly agree" "Agree -Disagree" -Strongly disagree-

5. I think that I am good at making suggestions.
1 2 3 4

6. I know how to identify areas of improvement and how to look for better ways of doing things.
1 2 3 4

7. I feel confident that I can find the information I need to support my suggestions.
1 2 3 4

8. I think the messages I design are clear and concise.
1 2 3 4

9. I make suggestions when I have an idea of how to improve something.
1 2 3 4

10. I verify the information I use when putting together my suggestion.
1 2 3 4

I make sure I target the right audience for my suggestion.
1 2 3 4

12. I make sure and include the WIIFM (What's in it for me) when I put together a suggestion.
1 2 3 4
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Copyright ©1996 by Coast Community College District



Learner Enrollment Form V
Making Suggestions

Instructor

Class Schedule

Module

Your Instil/dor will complete these questions

A. Course Number
Site Lao ltion

completed this form7
(MARX ONE BOX)

The learner
The learnet with assistance from
instructor or project staff
An instructor or project staff mem-
ber with information;prOAded by
the -learner
Other (Please specify)

. Date form completed:

Name:

2. Address:

3. Phone Number: ( )

4. Social Security Number:
IN

5. Age-

6. Were you born in the United States?
0 Yes CI No

7. Sex: ID Male 0 Female

8. Race: (Mark One Box)
White
Black (African American)
Mian or Pacific Islander
American Indian or Alaskan Native
Hispanic
Other (Please specify):

JobLink
9. Is English the language that is spoken most

often in your home?
Yes UNo

10. How many years of school have you
completed?

Of these, how many in the U.S.?
In any other country?

11. Are you a union member?
Yes- What is the name of your union?

ID No

12. Please rate your ability to perform each of
the following activities.

(Please mark one response for every activity)

Poor Fair
Read English 0 0
Understand English 0 0
Speak English D
Write in English 0 0
Work as part of a team U 0
Use math U
Solve problems/use reasoning 0 0

13. Do you have a job?

O Yes, employed
O Yes, on temporary layoff

O No, retired
O No, not employed

Good Excellent

lo nem
page

EST COPY AVALASLE

Thank you. You have completed this form.
Please return it to your instructor.
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Learner Enrollment Form V
Making Suggestions

lease answer questions 14-18 for the job that
allows you to take this course.

14. Name of company or employer:

15. Job Title:

16. On average, how many hours per week do
you work on this Job?

Hours per week

17. How much do you eam at this Job?
(Write amount and mark one box)

0 Per hour 0 Per year

18. Do you get any of the following benefits at
this Job?

(Mark one for each line)

Yes

Paid vacation
Paid sick leave
Paid holidays
Health insurance

No

19. How long have you worked at this job?

and
years months

Making Suggestions

JobLink

20. At your Job, do you need to do any of the
following?

(Mark one for each line)

Yes No
Read instructions
Receive spoken

instructions in English 0
Speak English
Work as part of a team 0
Write in English
Use math
Solve problems/use

reasoning

21. Do you work at more than one job?
ID Yes UNo

Thank you. You have completed this
form. Please return it to your instructor.

189
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Learner Assessment Form VMaking Suggestions

your instructor will tompiete these questions

A. Course Number
Site Location

completed this trm?4 K ONE SOX)

JobLink

Inst t uctor

Class Schedule

Module

C:1 The learner
C:3 The learnet with assistance from instructor or pmject staff
Cl An instnictor or project staff member with information. provided try the learner
0 Other (Please specify)

C Date form completed:

1. Name:

2. Address:

S. Phone Number: ( )

4. Social Security Number:

....... .................................. ... ... .....

5. In the future, do you plan to take any of the following courses?

(Mark one for each line)

Plan to Take Do Not Plan to Take
A basic skills course in reading, writing, or math U 0
A course in using English (such as ESL) 0 U
A computer course U CD

A GED course or the GED exam 0 CI

Courses to get an occupational certificate U U
A job training course U 0
Courses leading to a 2-year or 4-year college degree 0 0
A home-study course 0 U

Making Suggestions
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Learner Assessment Form VMaking Suggestions

Since this course began, have you:

(Mark one for each line)

Joblink

YES NO
Learned what you wanted to learn in this course? 0 0
Changed your educational or career goals? 0 Ci

Had more responsibility added to your job? CI 0
Moved to a shift you prefer? 0 0
Switched from part-time to full-time? 0 0
Received a pay raise? 0 0
Been promoted? Oi 0
Received an award, bonus, or other special recognition on your job? CI 0
Received your GED? 0 1=1

Applied for a new job? 0 0
Started a new job at another company? CI CI

Been laid off?
Left your job for any other reason? (Please Specify) 0 0

Please rate your ability to perform each of the following activities.

(Please mark one response for every activity)

Poor Fair Good Excellent
Read English 0 0 CI ID

Understand English 0 0 0 0
Speak English ID 0 0 0
Write in English CD CI 0 0
Work as part of a team 0 0 CI 0
Use math 0 CI CI ID

Solve problems/use reasoning ID 0 0 1:3

Thank you. You have completed this form.
Please return it to your instructor.
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Making Suggestions V
Lesson 1: Looking For Better Ways Of Doing Things

Glossary Words

Job Link

1. Brainstorming coming up with as many ideas as you can.

2. Customer someone to whom you hand off something.

3. Eliminate to get rid of

4. Improve to make better.

5. Process the act of carrying out or going through a series of actions.

4110

6. Resources assets, materials

7. Suggestion an idea or a plan.

8. Supplier someone who hands something off to you.

9. Task a job, an amount of work which must be done.

10. Waste trash or rubbish.

Lesson 1: Looking For Better Ways Of Doing Things Copyright 01996 by Coast Community College District Handout 1



Making Suggestions V
Lesson 1: Looking For Better Ways Of Doing Things

Lesson L Looking For Better Ways Of Doing Things

9 Dots

193
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Making Suggestions V
Lesson 1: Looking For Better Ways Of Doing Things

Improving Our Jobs

There are lots Of ways you can improve your jobs.
For example, you might think about ways to:

Job Link

Eliminate unnecessary steps in work processes.
Eliminate wasted resources.
Eliminate or correct steps where errors or problems are occurring frequently.
Make your job easier.
Help your customers or suppliers.
Improve quality.
Save money.
Save time.

What are some specific ways you can think of to improve your job?

List one or two key suggestions to improve your jobsuggestions that you could present to
your lead, supervisor, or manager.

Lesson 1: Looking For Better Ways Of Doing Things
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Making Suggestions 'V
Lesson 2: Getting The Information You Need

Glossary Words

Job Link

1. Implement to begin using a new process.

2. Information facts, knowledge, an explanation of something.

3. Sources the place where something comes from, the person
information comes from.

4. "Through the Grapevine" through an informal communication
network.

5. Oral- expressed in spoken words.

6. Verify to prove that something is true.

185

Lesson 2: Getting The Information You Need Copyright 01996 by Coast Community College District Handout 4



Making Suggestions V
Lesson 2: Getting The Infomiation You Need

Getting the Information You Need

doblink

For each question below, write down (a) the information you would need and (b) where you
would find that information. Follow the example:

Example: What information would you need if you were going to pay your phone bill?
Where would you find that information?

Answer: You would need your telephone bill. You could wait until you get it in the mail,
or you could call the tdephone company to find out how much you owed.

1. What information would you need if your child needs a computer for school?
Where would you find that information?

2. What information would you need if you want to make your mothers famous tamales?
Where would you find that information?

3. What information would you need if your supervisor wants you to report how many parts
you produced today? Where would you find that information?

4. What information would you need if an OSHA inspector asks you how many injuries there
were in your department in the last year? Where would you find that information?

5. What information would you need if there were a chemical spill in your area? Where would
you find that information?

Lesson 2: Getting The Information You Need
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Making Suggestions V
Lesson 2: Getting The Information You Need

Identifying Information

1. What suggestion does your team plan to make?

Job Link

2. What information do you need to support your suggestion?

3. Where can you go to find the information you need?

Find the information you need to make your suggestion. Write the information below.
Attach any additional sheets, if necessary.

Lesson 2: Getting The Information You Need
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Making Suggestions V
Lesson 3: The Importance Of Planning

Glossary Words

Job Link

1. Appropriate suitable for a purpose or use.

2. Objection a disagreement or complaint against something.

3. Overcome to defeat or get the better of someone or something.

4. Persuade to talk someone into doing or believing something.

5. Presentation something that is offered in front of a group.

6. WIIFM Whats In It For Me?

Lesson 3: The Importance Of Planning
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Making Suggestions V
Lesson 3: The Importance Of Planning

WIIFM Exercise for Group A

doblink

Your goal is to persuade someone in group B to make a presentation at next week's class. The
subject of the presentation is that person's job. The presentation length is 2 or 3 minutes.

Each presentation should address:

1. How will this presentation benefit them? (Check all that apply)

O Speak more English

O Practice speaking in front of a group

O Teach everyone about his or her job

O Tell everyone what he or she does

O Other

2. Why would he or she want to give this presentation?

3. What objections could he or she have about giving this presentation?

4. How are you going to overcome those objections?

Lesson 3: The Importance Of Planning
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Making Suggestions V
Lesson 3: The Importance Of Planning

WIIFM Exercise for Group B

doblink

Someone from group A is going to try to persuade you to make a presentation about your job
during the next class session.

Please answer the following questions:

L How do you feel about making a presentation about your job during the next class?

2. What are your objections to making a presentation during the next class?

Lesson 3: The Importance Of Planning
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Making Suggestions V
Lesson 3: The Importance Of Planning

Case Study
Return on Investment

Job Unk

You work in a manufacturing company. You operate a machine that shapes small pieces
of plastic. The machine automatically bags the pieces correctly by number and then seals the
bags.

When each bag is full, it falls into a bin. When the bin is full, you have to stop the
machine and empty the bin into a bigger bin in the front of the room. After you empty the
bin, you must start the machine and begin again. This takes about 5 minutes.

Recently the engineers in your company fixed the machines in your area so they would
produce more parts than before. You are spending more and more time emptying out the
bins. In fact, you have been emptying the bins at least 10 times a day.

Right now you are making about 120 bags an hour. You think that if you had bigger
bins, your productivity would be higher because you wouldn't be spending so much time
emptying the bins. You want to make this suggestion to your supervisor.

1. How much time do you spend each day emptying the bins? (10 empties a day x 5
minutes for each)

2. If you had to empty the bins only 5 times a day, how much time would you save?
(10 x 5) (5 x 5)

3. If you had to empty the bins only 5 times a day, how many more bags could you
produce in one day?

4. How many more bags could you produce in one year if you worked 250 days?

5. If there are 5 people in your department and you all produce about the same number.
of bags, how many more bags could your department produce in one year?

Lesson 3: The Importance Of Planning
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Making Suggestions V
Lesson 3: The Importance Of Planning

The Next Step

1. Who is the appropriate person(s) for your suggestions?

Job Link

2. How will this suggestion benefit that person you are making the suggestion to, the
department or the company?

3. Why would the person you are making the suggestion to want to implement
this suggestion?

4. What objections could the person you are making the suggestion to have about
this suggestion?

5. How are you going to overcome those objections?

6. What is the Return on Investment or cost savings for implementing this suggestion?

Lesson 3: The Importance Of Planning
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Making Suggestions 'V
Lesson 4: Designing Clear and Concise Messages

Glossary words

1. Clear easy to understand.

2. Concise simple, short, to the point.

3. Design to make a plan.

Job Link

4. Main Points the most important things you want to indude when
you are communicating with someone either orally or in writing.

5. Plan to think about how things should be done before you do it.

6. Process the steps it takes to do something.

7. Spedfic clear or predse.

203
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Making Suggestions V
Lesson 4: Designing Clear and Concise Messages

The Writing Process

1. Draft your message.
Plan what you're going to say.
Say it as dearly as you can.
Use simple sentences.

2. Edit your draft.
Reread it from the point of view of your reader!

3. Proofread the final copy.
Check for errors.

jobLink

When you are writing, ask yourself:

1. Is it complete? (Any "main points" missing?)

2. Is it clear and specific? (Any 'fuzzy meanings"?)

3. Is it correct? (Any errors in format, numbers, dates, spelling, grammar, etc.?)

Lesson 4: Designing Clear and Concise Messages
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Making Suggestions V
Lesson 4: Designing Clear and Concise Messages

What Is Important?

Job Link

You have a suggestion to improve the way your product is made. Specifically, you want
to combine some of the steps you take to make the product.

You think your suggestion will have a number of benefits. You think that it will:

Save time producing the product.
Make the process easier.
Increase productivity.
Increase quality (because there are fewer steps, there should be less of a chance to
make mistakes).
Increase morale in your department.

You decide to present this idea to a couple of different people. Which of the above
benefits would you want to include if you were presenting the idea to:

A co-worker?

A supervisor or lead?

Human Resources?

Quality Assurance?

Lesson 4: Designing Gear and Concise Messages Copyright ©1996 by Coast Community College District Handout 14



Making Suggestions V
Lesson 4: Designing Clear and Concise Messages

What Is the Idea?

dobLink

1. Whom are we presenting this idea to?

2. What does he or she need and want to know? (WHEW

3. What are the main points that you want to get across? How will you design your
message?

206
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Making Suggestions V
Lesson 4: Designing Clear and Concise Messages

An Invitation

TO:

FROM:

You are invited to attend our final dass on Making Suggestions!

Job Link

I have been participating on a team that has put together a suggestion that we
would like to present to you.

Our presentation schedule is:

DATE:

TIME:

LOCATION:

Please let me know if you plan to attend.

Thank you!

207
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Making Suggestions V
Lesson 5: Putting Ideas On Paper: Preparing Presentations

Glossary Words

Job Link

1. Awards- a prize given to someone for winning or for doing well.

2. Employee Suggestion Form- a company form used to make
suggestions.

3. Manner- a personal way of doing something; a style.

4. Timely- occuring at a suitable time.

203
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Making Suggestions V
Lesson 5: Putting Ideas On Paper: Preparing Presentations

Employee Suggestion Form

jobLink

Please type or print. Use a separate form for each suggestion, and submit the completed form to your
supervisor. All suggestions will be acknowledged in a timely manner. If your suggestion is implemented,

an appropriate award will be given.

Employee's Name Phone or ext. number

Position Title Supervisor's Name

My suggestion may: (please check appropriate box or boxes)
LI Save money 0 Save work time 0 Improve safety
LI Improve service 0 Save equipment/supplies 0 Help to train/educate
LI Improve working conditions
0 Other (please explain)

State the existing problem or condition:

What is your suggestion? (Provide as much detail as possible. Use additional paper if necessary, and attach any
extra sheets to this form.).

What benefits do you expect as a result of this change?

Have you ever submitted this idea before? 0 Yes LI No If yes, when?

I have read the rules and understand that all suggestions become the property of the company.

Employee's Signature/Date Supervisor's Signature/Date

COMpany.use oniY :
'Pate recewed :Date notified.

:CI Rejected-Reason:D Approved-Award:

ipate:

Lesson 5: Putting Ideas On Paper
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Making Suggestions ',"
Lesson 5: Putting Ideas On Paper: Preparing Presentations

Presentation Outline

JobLink

1. What is the suggestion you are making?

2. What happened (or is happening) that caused you to come up with this suggestion?

3. Where did you get the information you needed to make this suggestion? What sources did
you use? How did you verify the accuracy of the information?

4. Think about the WIIFM for the people in the audience. What is the benefit to them, their
department or the company? What is the return on investment? How did you figure it
out?

5. What other information would be important for the people in the audience to know?

6. What visuals (charts, demonstrations, samples, etc.) can you show to prove your point or
make it clearer?

7. Who is going to be presenting the information?

8. How are you planning to present the information?

Lesson 5: Putting Ideas On Paper
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Making Suggestions V
Lesson 1: Looking For Better Ways Of Doing Things

Glossary words

Job Link

1. Brainstorming coming up with as many ideas as you can.

2. Customer someone to whom you hand off something.

3. Eliminate to get rid of.

4. Improve to make better.

5. Process the act of carrying out or going through a series of
actions.

6. Resources assets, materials

7. Suggestion an idea or a plan.

8. Supplier someone who hands something off to you.

9. Task a job, an amount of work which must be done.

10. Waste trash or rubbish.

Lesson 1: Looking For Better Ways Of Doing Things
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Making Suggestions V
Lesson 1: Looking For Better Ways Of Doing Things

Lesson 1: Looking For Better Ways Of Doing Things

9 DOtS

212
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Making Suggestions V
Lesson 2: Getting The Information You Need

Glossary Words

Job Link

1. Implement to begin using a new process.

2. Information facts, knowledge, an explanation of something.

3. Sources the place where something comes from, the person
information comes from.

4. "Through the Grapevine" through an informal
communication network.

5. Oral- expressed in spoken words.

6. Verify to prove that something is true.

213
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Making Suggestions V
Lesson 3: The Importance Of Planning

Glossary Words

Job Link

1. Appropriate suitable for a purpose or use.

2. Objection a disagreement or complaint against something.

3. Overcome to defeat or get the better of someone or
something.

4. Persuade to talk someone into doing or believing
something.

5. Presentation something that is offered in front of a group.

6. WIIFM Whats In It For Me?

Lesson 3: The Importance Of Planning
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Making Suggestions V
Lesson 3: The Importance Of Planning

Case Study
Return on Investment

dobLink

You work in a manufacturing company You operate a machine that shapes small pieces
of plastic. The machine automatically bags the pieces correctly by number and then seals the
bags.

When each bag is full, it falls into a bin. When the bin is full, you have to stop the
machine and empty the bin into a bigger bin in the front of the room. After you empty the
bin, you must start the machine and begin again. This takes about 5 minutes.

Recently the engineers in your company fixed the machines in your area so they would
produce more parts than before. You are spending more and more time emptying out the
bins. In fact, you have been emptying the bins at least 10 times a day.

Right now you are making about 120 bags an hour. You think that if you had bigger
bins, your productivity would be higher because you wouldn't be spending so much time
emptying the bins. You want to make this suggestion to your supervisor.

1. How much time do you spend each day emptying the bins? (10 empties a day x 5
minutes for each)

2. If you had to empty the bins only 5 times a day, how much time would you save?
(10 x 5) (5 x 5)

3. If you had to empty the bins only 5 times a day, how many more bags could you
produce in one day?

4. How many more bags could you produce in one year if you worked 250 days?

5. If there are 5 people in your department and you all produce about the same number.
of bags, how many more bags could your department produce in one year?

Lesson 3: The Importance Of Planning
215
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Making Suggestions V
Lesson 4: Designing Clear and Concise Messages

Glossary Words

1. Clear easy to understand.

2. Concise simple, short, to the point.

3. Design to make a plan.

jobLink

4. Main Points the most important things you want to include
when you are communicating with someone either orally or
in writing.

5. Plan to think about how things should be done before you
do it.

6. Process the steps it takes to do something.

7. Specific clear or precise.

216
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Making Suggestions NY
Lesson 4: Designing Clear and Concise Messages

The Writing Process

1. Draft your message.
Plan what you're going to say.
Say it as clearly as you can.
Use simple sentences.

2. Edit your draft.
Reread it from the point of view of your reader!

3. Proofread the final copy.
Check for errors.

When you are writing, ask yourself:

1. Is it complete? (Any "main points" missing?)

2. Is it clear and specific? (Any 'fuzzy meanings"?)

Job Link

3. Is it correct? (Any errors in format, numbers, dates, spelling,
grammar, etc.?)

Lesson 4: Designing Clear and Concise Messages
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Making Suggestions V
Lesson 4: Designing Clear and Concise Messages

Fuzzy Meanings

Job Link

How much time does each word below represent? Express your answer
in a percentage from 0% to 100%.

Word

Rarely

Occasionally

Seldom

Sometimes

Usually

Always

Frequently

Time (%)

Lesson 4: Designing Gear and Concise Messages
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Making Suggestions V
Lesson 5: Putting Ideas On Paper: Preparing Presentations

Glossary Words

Job Link

1. Awards- a prize given to someone for winning or for doing
well.

2. Employee Suggestion Form- a company form used to make
suggestions.

3. Manner- a personal way of doing something; a style.

4. Timely- occuring at a suitable time.

Lesson 5: Putting Ideas On Paper
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Making Suggestions locr
Lesson 5: Putting Ideas On Paper: Preparing Presentations

Employee Suggestion Form

Joblink

Please type or print. Use a separate form for each suggestion, and submit the completed form to your
supervisor. All suggestions will be acknowledged in a timely manner. If your suggestion is implemented,
an appropriate award will be given.

Employee's Name Phone or ext. number

Position Title Supervisor's Name

My suggestion may: (please check appropriate box or boxes)
O Save money 0 Save work time 0 Improve safety
O Improve service 0 Save equipment/supplies 0 Help to train/educate
O Improve working conditions
O Other (please explain)

State the existing problem or condition:

What is your suggestion? (Provide as much detail as possible. Use additional paper if necessary, and attach any
extra sheets to this form.).

What benefits do you expect as a result of this change?

Have you ever submitted this idea before? CI Yes 0 No If yes, when?

I have read the rules and understand that all suggestions become the property of the company.

Employee's Signature/Date Supervisor's Signature/Date

For Company use only
Date, rectwed Date notified

ApprovtdAwarcl: ir.3 Rejected- Reason:

Date: Signature:

Lesson 5: Putting Ideas On Paper Copyright ©1996 by Coast Community College District
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Making Suggestions
Supervisor Lesson 1

Supervisor Guidelines

Job Link

1. Employees must have access to information.

2. Ask the employees how you can help them get the information they need.

3. Sometimes you may need to guide the employees to the right source for
information.

4. Attend the last day of class when employees present their suggestions.

Supervisor Lesson 1

253

Copyright ©1996 by Coast Community College District Supervisor Handout 1



Making Suggestions V"
Supervisor Lesson 1

Supervisor's Role in Training

Lesson 1: Looking for Better Ways of Doing Things

What you can do:

What to watch for:

Questions to ask:

Discussion topics:

joblink

Encourage any improvement ideas from your employees. Ask what you
can do to help.
Employees will be looking for something in their work area that they
want to improve.
"What ideas do you have for improving the way we do things around
here?"
Have a brainstorming session on ways to improve your work area.

Lesson 2: Getting the Information You Need

What you can do:

What to watch for:

Questions to ask:

Discussion topics:

Help employees find the information they need to make their
suggestions.
Employees will be looking for the information they need to make their
suggestions.
"What suggestion is your team working on?" "What information do you
think you need to make your suggestion?"
Where you can go to find information in your company. People you
can talk to if you need information.

Lesson 3: The Importance of Planning

What to watch for:

What you can do:

Questions to ask:

Discussion topics:

Supervisor Lesson 1

Employees trying to figure out who is the appropriate person to make
their suggestion to. Trying to come up with objections to their
suggestion and gathering information to determine a cost savings for
their suggeston.
Direct them to the appropriate people in the company. Help them find
the information they need.
"What are the benefits of your suggestion?" "How much money will
I/the company save by your suggestion?" "How can I help you figure
out a cost savings for your suggestion?"
How to figure out a cost savings. Why it is important to look at
benefits and obstades for a suggestion.
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111/
Questions to ask:

Supervisor's Role in Training
(continued)

Lesson 4: Designing Clear and Concise Messages

What to watch for:

What you can do:

Questions to ask:

Discussion topics:

Employees trying to figure out what is important to the people they
want to present their suggestion to. An invitation to the last class where
employees will present their suggestions.
Talk through the suggestions with the employee. Make your own
suggestions of important information to include.
"What information do you have to support your suggestion?" "What
information do you think is important to include with your
suggestion?"
How to find out what is important to include when making a
suggestion. What is important to the success of a suggestion at our
company.

Lesson 5: Putting Ideas on Paper: Preparing Presentations

What to watch for: Employees preparing to make their suggestions. Employees turning in
suggestion forms.

What can you do: Provide suggestion forms and encourage employees to fill them out.
Help the employees fill out the forms.
"Have you filled out a suggestion form?" "What can I do to help you fill
out the suggestion form?"

Discussion topics: What happens to a suggestion at our company after it is turned in.

Lesson 6: Making Suggestions

What to watch for: The presentation of the suggestions.
What can you do: Attend the last class, when employees will present their suggestions.
Questions to ask: "What are you going to do next?" "What help do you need to move

your suggestion along?"
Discussion topics: How to follow up on a suggestion. What to do if your suggestion is not

implemented.
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Making Suggestions
Supervisor Lesson 1

0 bj ectives

JobLink

By the end of the module, participants will be able to:

Identify areas of improvement and develop ideas for
better ways of doing things.

Find information they need to support their suggestion
ideas.

Formulate and present their suggestions.

Design clear and concise messages in both an oral and a
written format.

Propose formal suggestions to managers, supervisors, and
co-workers.

Supervisor Lesson 1
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Making Suggestions
Supervisor Lesson 1

Supervisor Guidelines

1. Employees must have access to information.

Job Link

2. Ask the employees how you can help them get the
information they need.

410
3. Sometimes you may need to guide the employees to the right

source for information.

4. Attend the last day of class when employees present their
suggestions.
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Making Suggestions
Supervisor Lesson 1

Supervisor's Role in Training

Lesson 1: Looking for Better Ways of Doing Things

What you can do:

What to watch for:

Questions to ask:

Discussion topics:

jobLink

Encourage any improvement ideas from your employees. Ask what you
can do to help.
Employees will be looking for something in their work area that they
want to improve.
"What ideas do you have for improving the way we do things around
here?"
Have a brainstorming session on ways to improve your work area.

Lesson 2: Getting the Information You Need

What you can do:

What to watch for:

Questions to ask:

Discussion topics:

Help employees find the information they need to make their
suggestions.
Employees will be looking for the information they need to make their
suggestions.
"What suggestion is your team working on?" "What information do you
think you need to make your suggestion?"
Where you can go to find information in your company. People you
can talk to if you need information.

Lesson 3: The Importance of Planning

What to watch for:

What you can do:

Questions to ask:

Discussion topics:

Supervisor Lesson 1

Employees trying to figure out who is the appropriate person to make
their suggestion to. Trying to come up with objections to their
suggestion and gathering information to determine a cost savings for
their suggestion.
Direct them to the appropriate people in the company. Help them find
the information they need.
"What are the benefits of your suggestion?" "How much money will
I/the company save by your suggestion?" "How can I help you figure
out a cost savings for your suggestion?"
How to figure out a cost savings. Why it is important to look at
benefits and obstacles for a suggestion.
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Supervisor's Role in Training
(continued)

Lesson 4: Designing Clear and Concise Messages

What to watch for:

What you can do:

Questions to ask:

Discussion topics:

Employees trying to figure out what is important to the people they
want to present their suggestion to. An invitation to the last class where
employees will present their suggestions.
Talk through the suggestions with the employee. Make your own
suggestions of important information to indude.
"What information do you have to support your suggestion?" "What
information do you think is important to indude with your
suggestion?"
How to find out what is important to include when making a
suggestion. What is important to the success of a suggestion at our
company.

Lesson 5: Putting Ideas on Paper: Preparing Presentations

What to watch for: Employees preparing to make their suggestions. Employees turning in
suggestion forms.

What can you do: Provide -suggestion forms and encourage employees to fill them out.
Help the employees fill out the forms.

Questions to ask: "Have you filled out a suggestion form?" "What can I do to help you fill
out the suggestion form?"

Discussion topics: What happens to a suggestion at our company after it is turned in.

Lesson 6: Making Suggestions

What to watch for:
What can you do:
Questions to ask:

Discussion topics:

The presentation of the suggestions.
Attend the last class, when employees will present their suggestions.
"What are you going to do next?" "What help do you need to move
your suggestion along?"
How to follow up on a suggestion. What to do if your suggestion is not
implemented.
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